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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
7 RECOF\DS MANAG EMENT DIVISION
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INSTRUCTIONS See Publication No. 76—8M—1 for instructions on completmg thls form Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attentlon Schedulmg Sectlon
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ron AGENCY USE 1. Agancy Addms K ‘ FOR RECORDS MANAGEMENT USE
[ Application Date Georgia Bureau of Investigation Application Number .
= 1001 International Boulevard
2-20-81 Suite 80O <1 el ‘iﬁgw__ S
Application Number Atlanta, GA 30354 o  Date Recaived Date Complated
R B | FEB 26 19g | MARZ 190
2. Parson to Contact - Workmg T'tle - _ Telephor;;-ﬁ;ﬁ;ber ]
Thomas J. McGreevy - __Director, Investigative Division 656—2296

Posges - -

3. Action Requested :
a. [ Estabusn Retention Schedule; record will continue to ac¢umulate.
b. 0 Dispose of present accumulation; no further accumulation antrcxpated
¢. 0 Amend A § Application No. : . Check One: O Change; [ Supercede; {1 Void

4. Dates of Series _ 5. Records Series Title (followed by title used in office; if different}
Earfiest Latest \

Aug. 1975 | o DA.TE. Monthly Activity Reports

6. Division and Office Function - What is the function of the Division and the Office in which this record series is created?
The Investigative Division is responsible for general investigation of crimes after the
fact; for specialized investigation of narcotics, major.crimes, and organized criminal
activity; and for assisting in pre-service and in-service training programs for local
law enforcemént officers. The Division provides technical expertise in electronics and
in optical and photographic surveillance. The Division also provides polygraph exami-
nations for individuals who request or are requested to take them, and conducts back-
ground investigations on applicants for GBI positions and other sensitive positions
within State government.

7. Record Series Description This file contains the followmg documents {mclude form numbers and titles, if any):
T * Arttach samples of the file,

. Documents relating to:  the daily and monthly work actlvity/productwlty of sworn personnel of the
' Investigative Division of the GBI. Records are maintained on GBI Form 040.

Included are: The monthly reports of all sworn personnel of the Investigative Division.
‘ - This will represent an input to file of approximately 185 individual _
reports, consolidated reports for 13 Regions and consolidated reports for
8 squads per month.

: Eile is arranced: All reports are prepared during each month and will be filed together bﬂ
Fisent YR, with a sumary report for the entire Investigative Division serving as a face
R file.
8. Monthly Reference Rate How often are records referred to which are: B 7
One to six months old __J-____ Seyen to twelve months old ____J_L___; Thirteen to twenty-four months old 3,_w,_;
twentv five months and older as needed. N

9. Annunl Rate of Accumu anon of Records s '
Letter-size drawers ;Legalsizedrawers ______ _:Shelves . ; Other (specify)
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AR—80-71; Raev. 78 ' ' {Over)
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VES \la 110, Quentionmaire fPIa"° an. “X” n rhe;,rc_,,er column) e L o i
a. Is this the officia’ copy cf the series? R
X _ Moot whereisit? o o ~
% b Does the series contain conf:dent:al snformaz»on requiring security handlmg? if yes, cite law or regulanon.

. Is there a duplication of this series in your office, or in another of‘fuce or agency?
S— di,; If ves, where? S

| X __1 . d. Does this series have h:stoncal  or long term research value? . . ]
¢. When one or two documents in the file make it necessary to keep the ent:re fnle fora Iong peruod could these
| X | I documents be scheduled senaratelv? e R
X | | 4 isthe information contained jn this series.ever published? _1f ves. attach copy, (in Annual Report) ]
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X _i_v_es,_axta;_mpx . (Annual Report) . . ]

X

use for hlstorlcal data to project future operational goals and assessments.

-

—_—— e S e e T ¢

2 b i _ls this series for @ major partion of it) reqularly microfilmed? e e ]
. mx__‘gj._jneuhamgcd_smﬁsmmm,mmnumt printout? . ... e o
11. Retention Requirements The follawing requires the series to be kept:
&, State Law . - years., d. Audit period —_— _-years,
b. Statute of limitation : years. e. Administrative need 10 years.
c. Faderal law ' . _._vyears. f. Federal retention instructions years.

Attach copy or axcert of laws or regulations. Explain administrative need. For use in long range pla.nnlng, a.nd

12. Approved Disposition Inmumons This agency recommends that the file series be cut off at the end of each

. O Calendar Year; BX Fiscal Year; {1 Other . — e o then,
XH Hoid in the current files area —— - __month(s) 2 vear{s); then
O Transfer to local holding area; hold . _ . __ year(s); then
XX Transfer to State Records Center; hoid _ﬁ______,year(s); then
XX Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify)
‘These instructions apply to all prior and future accumulations of the series.
Agency Head/Designee (Signature) _Date __u ‘Records Management Officer (Signature) ) __ Date
| 2-23-§) :
£.Q Qb 7S > lojolgr

Date

Recommendations in para-

——

Attorney @ener_al/Designee

. T > ) i
graph 12 are approved, State Auditor/Designee/ ._W - 3-_/13“”
{if disspproved, attach letter % _ B YT T
of explanation.) cretaqg) State/Designee X M 3~2 "g_/
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